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1. Registering for OCAHO Portal
NOTE: Itis recommended to use Microsoft Edge.

1. Open https://ocaho.eoir.justice.gov/

The Disclaimer WARNING pop-up message will be displayed.

DISCLAIMER

WARNING

You are accessing a U.S. Government information system. This
information system is to be used by authorized users only. Your
use of this information system may be monitored, recorded, or
audited. All access or use of this information system indicates
consent to monitoring, recording or auditing such use. Authorized
use of this system is currently limited to accessing and making
permitted changes to your profile and electronically filing
designated forms before the Executive Office for Immigration
Review. Unauthorized or improper use of this system is prohibited
and may result in criminal, civil, or administrative penalties.

1 ACCEPT

2. Click on the | ACCEPT button.

DISCLAIMER

WARNING

You are accessing a U.S. Government information system. This
information system is to be used by authorized users only. Your
use of this information system may be monitored, recorded, or
audited. All access or use of this information system indicates
consent to monitoring, recording or auditing such use. Authorized
use of this system is currently limited to accessing and making
permitted changes to your profile and electronically filing
designated forms before the Executive Office for Immigration
Review. Unauthorized or improper use of this system is prohibited
and may result in criminal, civil, or administrative penalties.

I ACCEPT

Click on the I ACCEPT button.

Unclassified/For Official Use Only
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The OCAHO Portal Login/Registration page will be displayed.

B An official webslite of the United States gavernment. Here's how vou know =

—— EOIR | OCAHO Portal —
U.S. DEPARTMENT OF JUSTICE

REGISTER

GIN

Register for an account to file new cases

OCAHO Portal

The Office of the Chief Administrative Hearing Officer (OCAHQ) hears three types of cases

(1) Knowingly hiring, recruiting or referring unauthorized noncitizens, nat verifying emplayment eligibility, or requiring indemnity bonds from employees;
(2) Immigration-related unfair employment practices; and

(3) Immigration-related document fraud.

Decisions on cases are made by Administrative Law Judges (ALJs). The ALJs may impose sanctions and penalties, issue cease and desist orders, award
attorney’s fees, and/or award back pay.

Guide | Help UNCLASSIFIED/FOR OFFICL

3. Click on the REGISTER button.

BE An OTficial Webeite of the United States government. HEres Now Vou Know -

—— EOIR | OCAHO Portal —

REGISTER
.S. DEPARTMENT OF JUSTICE

GIN

Register for an account to file new cases

Click on the REGISTER button.

OCAHO Portal

The Office of the Chief Administrative Hearing Officer (OCAHO) hears three types of cases

(1) Knowingly hiring, recruiting or referring unauthorized noncitizens, not verifying employment eligibility, or requiring indemnity bonds from employees;
(2) Immigration-related unfair employment practices; and
(3) Immigration-related document fraud.

Decisions on cases are made by Administrative Law Judges (ALJs). The ALJs may impose sanctions and penalties, issue cease and desist orders, award

attorney’s fees, and/or award back pay.

DEPARTMENT OF JUSTICE | OMB Guide | Help UNCLASSIFIED,

Unclassified/For Official Use Only
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The ATTENTION pop-up message will be displayed.

ATTENTION

You are now leaving a Department of Justice website. You are about to access a non EOIR site.

The Department of Justice does not endorse organizations represented by this site and takes no The ATTENTION pop-up message will be
responsibility for, and exercises no control over, the aceuracy, accessibility, copyright or trademark displayed.

compliance or legality of the material contained on this site.

CONTINUE

4. Click on the CONTINUE button.

ATTENTION

You are now leaving a Department of Justice website. You are about to access a non EOIR site.

The Department of Justice does not enderse organizatiens represented by this site and takes ne
responsibility for, and exercises no contral over, the accuracy, aceessibility, copyright or trademark
compliance or legality of the material contained on this site.

Unclassified/For Official Use Only
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5. The Create Account page will be opened.

6. Enter your corresponding information into all the required fields under the Create Account
form. It is crucial to specify the correct email address when registering in this form. Email
addresses determine which case types are available to be filed on OCAHO Portal. Please see
the table below for reference.

Email Address Case Type Available to File
Domain
dhs.gov A (related to hiring/employing unauthorized noncitizens, verifying

employment eligibility, requiring indemnity bonds),
C (immigration-related document fraud)

usdoj.gov B (immigration-related unfair employment practices), S (subpoena)
Any other email B (immigration-related unfair employment practices)
@ ==

Itis very important to specify the correct
email a en registering in this
form. Er ss determines which
Case Types are available to be filed on the
OCAHO Portal.

Unclassified/For Official Use Only 7
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7. Click on the Register button once all information is entered.

;;;;;

Click on the Register button once all
information is entered.

8. Wiait for a few minutes for the system to send a verification email to the email address
provided in registration. The page will refresh with a new message stating “Verification
email sent.”

Unclassified/For Official Use Only 8
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9. Open the associated email and verify that the email is sent from Okta. The email subject
should be ‘Activate Account.’

The email subject is 'Activate
Account’.

Welcome to EOIR [DEV]!
The Depariment of Justice is using Okia lo manage cerfain web applications. For your security, your account must be verified.

Once your aceount is setup and you are logged in to the Okta dashboard, click "+ Add Apps” at the top right of the dashboard. Then find from the list the app you require access to; elick on the "Add” bution.

To verify your email address and activate your account,
please click the following link

10. Read the email body and then click on the Activate Account button in it.

Activate Account

Welcome to EOIR [DEV]!
The Department of Justice is using Okta to manage certain web applications. For your security, your account must be verified

Once your account is sefup and you are logged in to the Okta dashboard, click "+ Add Apps” at the top right of the dashboard. Then find from the list the app you require access to; click on the "Add” bution.

To verify your email address and activate your account.
please click the following link

Click on the “Activate Account’
button.

Unclassified/For Official Use Only
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11. A new window will open with steps to set up multifactor authentication with the new
account. This is required.

12. Choose one form of multifactor authentication. The options are: Okta Verify, SMS, and
Email. SMS will be covered in Section 1.2; Email will be covered in Section 1.3.

1.1 Setting up Multifactor Authentication — Okta Verify app
Note: You will need your mobile device to set up multifactor authentication with Okta Verify.

1. Click on the Setup button under the Okta Verify option.

Setup

Unclassified/For Official Use Only
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2. Select your corresponding mobile device type on the Setup Okta Verify page.

Tareuem s netee
L

(] [

Setup Okta Verify

Select your device type

iPhone

Android

Select your
Back to factor list device type

3. Now you will need to download Okta Verify from the App Store (iPhone) or Google Play
Store (Android) onto your mobile device.

1467 w T -
@ Dipartmsat of Tusticn
Executise Gfice For lumigratien Resier
. okta Vemy Cancel
-

O

Setup Okta Verify

OPEN

Select your device type

Download
®) iPhone Okta Verify
Android

Okta Verify

*xx

okta
0 Download Okta Verify from the App Store
onto your mobile device.

[

Back to factor list

Unclassified/For Official Use Only
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4. Click on Next on the computer screen. A QR code will appear that you will need to scan with
the Okta Verify app from your mobile device.

Teparma et o Tassice
Frenrive Defice Toev s Rerdes

&

Setup Okia Verify

Launch Okta Verify
application on your mobile
device and select Add an
account.

Back to factor st

Unclassified/For Official Use Only




(&) —— U.S. DEPARTMENT OF JUSTICE —
&

7/ EXECUTIVE OFFICE FOR IMMIGRATION REVIEW

phone once it has been installed. Tap on

Get Started.
.11:3911 p—
Welcome to Okta Verify

Securely sign in to your organization's apps.

5. Open the Okta Verify app on your mobile | 6. Tap Next.

1M:39

< App Store

How it works

When you access your organization's apps, use
Okta Verify to confirm your identity.

=

Unclassified/For Official Use Only
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11:41

< App Store

&%

Ways to verify

When signing in, enter a code from this app or tap
Yes on a push notification.

7. Tap Add Account. 8. Select Organization.

M4
« App Store

Close Add Account

Choose Account Type

Choose the type of account you would like to add

m Qrganization 5
Waork, school, company

Other
aCeDOoOoK, (=00gle, elc

Unclassified/For Official Use Only
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9. Tapon Scan a QR Code.

« App Store

£ Okta Verify

Verify To Continue

f your organization provided a QR code, you can
scan it to continue

10. Tap OK to authorize the Okta Verify app
to have access to your camera.

Scan QR Code

“Okta Verify” Would Like to

Access the Camera
The app will use your camera to scan a
QR code to set up your account

Center QR Code within the Frame

Enter Key Manually

Unclassified/For Official Use Only
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11. Scan the QR Code displayed on your web | 12. You will see a page with a six-digit

browser (page 15). Once the QR code is numeric code, which will need to be
successfully scanned, you will see the entered into your web browser. This code
following page on your mobile device. will expire after a certain amount of time.
Tap Done.

okta Verify

< App Store 2ad
Okta Verify

©

Account Added

063 559

You can now securely sign in to your
organization's apps

Return to your organization's instructions to
continue

Important: Keep this app installed on your device
You'll need it to sign in

Done

Unclassified/For Official Use Only
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13. Go back to your web browser. Click on Next. (Note: If your session is timed out, log in to
OCAHO Portal again and follow the same steps to this page.)

Tiwarmae o Jusice
Execnrive Cefirs T [eval grario Revier

O

Setup Okta Verify

Scan barcode

Launch Okia Verify
application on your mobile
dewice and select Add an
account.

Back to factor st

Click on Next

14. Enter the six-digit numeric code that is currently displayed on your Okta Verify app on your
mobile device. Enter the code before the time expires. Click on Verify once the code is

entered.

Setup Okta Verify
Enter code displayed from the application

Enter Code Enter the cade
f from your phone

Back to factor st

Unclassified/For Official Use Only
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15. Click Finish to complete setup for Okta Verify authentication.

Deparimeat of Tuzsicw
Executive Office For umigraticn Recter

Set up multifactor authentication

You can configure any additional optional factor or
click finish

Enrolled factors

Q& oxtaverity

Additional optional factors

@ SMS Authentication
Enter a single-use code sent to your
mobile phone.

Setup

Email Authentication

Enter a verification code sent to your
email

Setup

Note: While you are welcome to set up multiple types of multifactor authentication, only one is
required. SMS will be covered in Section 1.2; Email will be covered in Section 1.3.

If you do not need to set up SMS or email, please go to Section 1.4 Completing Multifactor
Authentication and Setup.

Unclassified/For Official Use Only
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1.2 Setting up Multifactor Authentication — SMS

1. Under SMS Authentication, click on the Setup button.

Click the ‘Setup’ button.

Powerad by Okla

Senacote

Receive a code via SMIS to authenticate
Phone number
X e e
Enter the phone Backto factor kst Click on the 'Send code'
number button.

Unclassified/For Official Use Only
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3. On your mobile device, open the SMS texting app. You will receive a SMS with a six-digit
verification code. Enter the code into the Enter code textbox.

[t —

Enter the code into the

“Enter code’ textbox.

4. Click Verify once the code is entered.

..............................

Click ‘Verify’ once the
code is entered.

Unclassified/For Official Use Only
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5. You will then be directed to the following page. Notice that ‘SMS Authentication’ is now
under the Enabled Factors header.

Set up multifactor authentication

1.3 Setting up Multifactor Authentication — Email

Setting up Email multifactor authentication is similar to SMS. Follow the steps below, and see
Section 1.2 for visuals.

e Under Email Authentication, click on the Setup button.

e Click on the Send me the code button.

e Open your email application. You will receive an email with a six-digit verification code.
Enter the code into the Enter code textbox.

e Click Verify once the code is entered.

e You will then be directed to a page where ‘Email Authentication’ is under the Enabled
Factors header.

Unclassified/For Official Use Only
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1.4 Completing Multifactor Authentication and Setup

You will receive an email to notify you that the multifactor authentication device has been
enrolled on the account.

1. Inyour web browser, click on the Finish button.

Depuemcacat Sonce
Tt st P et Beten

Set up multifactor authentication

@ sMS Authentication

Click the ‘Finish” button.

Unclassified/For Official Use Only
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2. The following page with two security questions will be displayed. Select a security question
from the dropdown that you can remember for future reference. Place your answer in the
Answer text box. Select a picture that you will remember for the future reference. You will
need to remember these in case you forget your password.

Departmentof Justice
Escestive Office Far mmigration Review

Welcome to EQIR
cn our EOIR [DEV] 2

3. Click on Create My Account.

Deparmentat Justice
Esecative Office For Inmigration Review

Welcome to EQIR
Create your EOIR [DEV]

Click on ‘Create My
Account’.

Groats y Acsount

Unclassified/For Official Use Only
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4. The following page will be displayed. Click on Got it!

Okta makes your life easier

Gotin

5. Click on Add Apps.

Click on ‘Add Apps’

Unclassified/For Official Use Only
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6. Click on Add.

Search for an app Apps Managed by EOIR [DEV]

Click on ‘Add".

0 Getthe Mobile App

Search for an app Apps Managed by EOIR [DEV]

@ l (QCAHO) Office of the Chief Administrative Hearing Officer Puna\l Added

OCAHD Application will
be added

0 Getthe Mobile App

Unclassified/For Official Use Only
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8. Click on Home. Double-click on the OCAHO Portal icon.

Click "Home"

for an app Apps Managed by EOIR [DEV]

Double-click on icon

O Get the Mobile App

The My Active Cases page of OCAHO Portal will be displayed.

B An official website of the United States government. Here's how you know

@ — EOIR | OC! Portal — Y CARE PGS
U.S. DEPARTMENT OF JUSTICE

PROFILE

OCAHO Case Filing Portal page will
be displayed.
My Active Cases [ request Access Ji e A case |
Case Number Case Type Case Title Created On Case Status Related Documents Document Filing
o, ~

Unclassified/For Official Use Only




—— U.S. DEPARTMENT OF JUSTICE —

EXECUTIVE OFFICE FOR IMMIGRATION REVIEW

2. Filing Case Type A

1. Open https://ocaho.eoir.justice.gov/.

The Disclaimer WARNING pop-up message will be displayed.

DISCLAIMER

WARNING

You are accessing a U.S. Government information system. This
information system is to be used by authorized users only. Your
use of this information system may be monitored, recorded, or
audited. All access or use of this information system indicates
consent to monitoring, recording or auditing such use. Authorized
use of this system is currently limited to accessing and making
permitted changes to your profile and electronically filing
designated forms before the Executive Office for Immigration
Review. Unauthorized or improper use of this system is prohibited
and may result in criminal, civil, or administrative penalties.

1 ACCEPT

2. Click on the | ACCEPT hbutton.

DISCLAIMER

WARNING

You are accessing a U.S. Government information system. This
information system is to be used by authorized users only. Your
use of this information system may be monitored, recorded, or
audited. All access or use of this information system indicates
consent to monitoring, recording or auditing such use. Authorized
use of this system is currently limited to accessing and making
permitted changes to your profile and electronically filing
designated forms before the Executive Office for Immigration
Review. Unauthorized or improper use of this system is prohibited
and may result in criminal, civil, or administrative penalties.

I ACCEPT

Click on the I ACCEPT button.

d/For Official Use Only
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The OCAHO Portal Login/Registration page will be displayed.

B An official webslite of the United States gavernment. Here's how vou know =

—— EOIR | OCAHO Portal —
U.S. DEPARTMENT OF JUSTICE

REGISTER

GIN

Register for an account to file new cases

OCAHO Portal

The Office of the Chief Administrative Hearing Officer (OCAHQ) hears three types of cases

(1) Knowingly hiring, recruiting or referring unauthorized noncitizens, nat verifying emplayment eligibility, or requiring indemnity bonds from employees;
(2) Immigration-related unfair employment practices; and

(3) Immigration-related document fraud.

Decisions on cases are made by Administrative Law Judges (ALJs). The ALJs may impose sanctions and penalties, issue cease and desist orders, award
attorney’s fees, and/or award back pay.

Guide | Help UNCLASSIFIED/FOR OFFICL

3. Click on the LOGIN button.

BE An OTficial Webeite of the United States government. HEres Now Vou Know -

—— EOIR | OCAHO Portal —

REGISTER
.S. DEPARTMENT OF JUSTICE

GIN

Register for an account to file new cases Click on the LOGIN button.

OCAHO Portal

The Office of the Chief Administrative Hearing Officer (OCAHO) hears three types of cases

(1) Knowingly hiring, recruiting or referring unauthorized noncitizens, not verifying employment eligibility, or requiring indemnity bonds from employees;
(2) Immigration-related unfair employment practices; and
(3) Immigration-related document fraud.

Decisions on cases are made by Administrative Law Judges (ALJs). The ALJs may impose sanctions and penalties, issue cease and desist orders, award

attorney’s fees, and/or award back pay.

DEPARTMENT OF JUSTICE | OMB Guide | Help UNCLASSIFIED,

Unclassified/For Official Use Only
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4. Click on the CONTINUE button.

ATTENTION

You are now leaving a Department of Justice website. You are about to access a non EOIR site.

nted by this site and takes no
ccessibility, copyright or trademark

CONTINUE

5. Enter Username and Password. Click on the Sign In button.

Sign In

Click on Sign In once
Username and
Password are entered

Unclassified/For Official Use Only
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6. For multifactor authentication, enter the six-digit numeric code from your Okta Verify app,
SMS, or email. Click on the Verify button.

Depacemens o Fatir
Exeeuree e For omigranen Reses

7. The My Active Cases page will be displayed. Click on the FILE A CASE button.

— EOIR | OCAHO Portal —
U.S. DEPARTMENT OF JUSTICE

MY CASE FILINGS PROFILE

My Active Cases REQUEST ACCESS m

Case Number Case Type Case Title Created On nts Document Filing
Click on ‘FILE A CASE’.

Unclassified/For Official Use Only
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2.1 Selecting a Case Type

1. From the File a case panel, select ‘INA § 274A (8 U.S.C. § 1324a) (employer sanctions)’
from the CASE TYPE dropdown list.

Note: Click on the dropdown arrow to show the Case Type.

W= A official webeite of the United States Here's fiow you know

—— EOIR | OCAHO Portal —

MY CASE FILINGS PROFILE
U.S. DEPARTMENT OF JUSTICE

File a case

Select a case type

CASE TYPE *
ot Select CASE TYPE INA § 274A [ U.S.C.
— §1324a) (employer sanctions)
Select

INA 274A (8 U.S.C. § 1324a) (employer sanctions)

INA§ 274B (8 US C. § 1324b) (unfair immigration-related employment practices)

INA§ 274C (8U S C. § 1324c) (immigration-related document fraud) CONTINUE

Request for Subpoena

2. Select the Yes radio button if there is a Subpoena; otherwise, click on the CONTINUE
button.

Note: If you select Yes, at the end of the form you will need to fill in Subpoena information.

B An official website of the United States government. Here's how you know

MY CASE FILINGS PROFILE

@ — EOIR | OCAHO Portal —

U.S. DEPARTMENT OF JUSTICE

File a case

Select a case type

CASE TYPE *
INA§ 274A (8 U.S.C. § 1324a) (employer sanctions) v
Is there a subpoena associated with this new case? Yes @ No
BACK CONTINUE 3

Select ‘Yes' radio

v " Click on the
button if thereis a ‘CONTINUE’ button.
Subpoena

© 2021 US. DEPARTMENT OF JUSTICE

Unclassified/For Official Use Only
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N

3. A pop-up message will be displayed stating “You are creating a new Case. Do you want to
proceed?’ Click on the OK button.

B A official websile of the United States government. FEres how you know

ocaho-dev.ase.eoir-dev.usdoj.gov says

@ —— EOIR | OCAHO Portal —
U.S. DEPARTMENT OF JUSTICE

You are creating a new Case. Do you want to proceed?

PROFILE

MY CASE FILINGS

File a case

Select a case type Click on the 'Ok’ button.

CASETYPE *

NA § 274A (8 U.5.C. § 1324a) (employer sanctions) v

Is there a subpoena assaciated with this new case? @ Yes No

BACK CONTINUE

The Alleged Violation Site section will be displayed. The left side of the page will show a step-
by-step progress indicator for the completion status of the Case Filing. On this page, the
indicator will show the current step as 2. The subsequent steps are grayed out.

The Case Type A form consists of 7 or 8 steps. If the Yes radio button was selected on the initial
step, then SUBPOENA will be displayed as step 8. These steps appear as follows:

1 CASE TYPE

2 ALLEGED VIOLATION SITE

3 RESPONDENT

4 RESPONDENT’S REPRESENTATIVE

5 OTHER PARTIES TO BE SERVED

6 DHS/ICE ATTORNEY; COUNTS OF THE COMPLAINT

7 ATTACHMENT

E= An official website of the United States government. Here's how you know

@' — EOIR | OCAHO Portal —

§ N MY CASE FILINGS PROFILE
U.S. DEPARTMENT OF JUSTICE
Step2of 8
OCAHO Case Filing | ) .
Case Type: INA § 274A (8 US.C. § 1324a) Alleged Violation Site
Please enter the following information about the alleged violation site.
PROGRESS
QUESTION
o CASE TYPE
Where did the alleged violation(s) occur?
° ALLEGED VIOLATION SITE Alleged Violation City * Alleged Violation State *

The left side of the page will display a step-
by-step progress indicator for the
completion status of the Case Filing.

BACK CONTINUE

Unclassified/For Official Use Only




(&) —— U.S. DEPARTMENT OF JUSTICE —
&

7/ EXECUTIVE OFFICE FOR IMMIGRATION REVIEW

2.2 Adding Alleged Violation Site

1. Inthe Alleged Violation Site section, type in the Alleged Violation City. For Alleged
Violation State, click on the dropdown and select the corresponding state. Both these fields

are required, as indicated by the red asterisk “*”” symbol.

B An official website of the United States government. Here's how you know

@ ) = EOIR| OCAHO Portal — MY CASE FILINGS PROFILE
U.S. DEPARTMENT OF JUSTICE
Step2of 8
OCAHO Case Filing . .
Case Type: INA § 2744 (8 US.C. § 13242) Alleged Violation Site

Please enter the following information about the alleged violation site.

PROGRESS
QUESTION
o CASETYPE
Where did the alleged viclation(s) occur?
° ALLEGED VIOLATION SITE Alleged Violation City * Alleged Violation State *

Under the ‘Alleged Violation Site”
heading, enter the required fields
that are indicated by the red
asterisk “** symbol.

BACK CONTINUE

2. Click on the CONTINUE button.

B An official website of the United States government. Here's how you know

\ @ = EOIR I OCAHO Portal = MY CASE FILINGS PROFILE
X U.S. DEPARTMENT OF JUSTICE
Step2of 8
OCAHO Case Filing ) .
Case Type: INA § 274A (8 US.C. § 13243) Alleged Violation Site

Please enter the following information about the alleged violation site.

PROGRESS
QUESTION
o CASE TYPE
Where did the alleged violation(s) occur?
o ALLEGED VIOLATION SITE Alleged Violation City * Alleged Violation State *

BACK CONTINUE
Click on the
—

Unclassified/For Official Use Only




—— U.S. DEPARTMENT OF JUSTICE —
EXECUTIVE OFFICE FOR IMMIGRATION REVIEW

@

2.3 Adding a Respondent

1. The Respondent section will be displayed. If you do not have the respondent’s contact
information, leave the default selection of “No” and click CONTINUE to skip the rest of the

fields in this section.

B An official website of the United States government. Here's how you know

@ ' U.S. DEPARTMENT OF JUSTICE

o ALLEGED VIOLATION SITE

° RESPONDENT

MY CASE FILINGS PROFILE

Step 30f 8
OCAHO Case Filing
Case Type: INA§ 274A (8 U.S.C. § 1324a) Respondent

Please enter the following information about the respondent.
PROGRESS

Do You Have Respondent's Contact Information?
o CASE TYPE

Yes @ No

BACK Click on the CONTINUE
'CONTINUE' button

2. If you have contact information, select the Yes radio button. The RESPONDENT'S
CONTACT INFORMATION section will be displayed. Complete all fields that you can.
Required fields are indicated by the red asterisk “*”” symbol.

B E g

The 'RESPONDENT'S
CONTACT INFORMATION'

that appears after selecting
the "Yes' raido button.

MY CASE FILINGS PROFILE

Unclassified/For Official Use Only
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3. Click on the CONTINUE button once all fields are completed.

T
o Respondent
Fiease enter the foll 1
RESPONDENT I ORM
o CaASE
Q =
0 -
fou Have Respondents Cas -
e
Click on the ‘CONTINUE’ button
once all ‘RESPONDENT
INFORMATION' fields are
completed.

2.4 Adding a Respondent’s Representative

1. The question ‘Does the respondent have an attorney or other authorized representative in this
matter?” will be displayed. Select either the No radio button or Yes radio button. If you select
Yes, fill in the displayed fields with information about the Respondent’s Representative.
Required fields are indicated by the red asterisk “*” symbol.

e — EOIR | OCAHO Partal —

MY CASE FILINGS PROFILE
U.S. DEPARTMENT OF JUSTICE

Stepor
Respondent’s Representative
1t sespondent s represented,please-ender the folomwing infarmatiam abovt the respandent’s atforey or autharized representat

aue
Does fhe respandent have an afiomey or ofher auhorized regeesentaiive n s mafier?
¥ If the answer is yes, select D - o
the “Yes' radio button
A ORIZED REPRESEN mearion

EPRESENTATIVE

Fill out the displayed fields to
complete the Respondent(s)
Representative Information
section.

BACK CONTINUE

Unclassified/For Official Use Only
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2. Click on the CONTINUE button once all information is entered.

e — EOIR | OCAHO Partal —
U.S. DEPARTMENT OF JUSTICE

Respondent’s Representative
I sespandent s cepresented,please-ence

Does the respandent have an alomey o olher auiharized representalive in i matter>

Click on the
‘CONTINUE’ button

L E—

2.5 Adding Other Parties to be Served

1. The Other Parties to be Served section will be displayed, with the question ‘Are there any
other parties who should be served with the complaint and other documents in this case?’
Select either the No radio button or Yes radio button. If you select Yes, fill in the displayed
fields with information about the other parties. Required fields are indicated by the red
asterisk “*”” symbol.

—— EOIR | OCAHO Portal —

U.S. DEPARTMENT OF JUSTICE

| If the an:
the “Yes’ radio button, then
fill out any additional fields
that appears.

swer is yes, select

Unclassified/For Official Use Only
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2. Click on the CONTINUE button once all information is entered.

@ — EOIR | OCAHO Portal —
~ U.S. DEPARTMENT OF JUSTICE

2.6 Adding DHS/ICE Attorney; Counts of the Complaint

1. The DHS/ICE Attorney; Counts of the Complaint section is displayed. Fill in the fields
with information about the DHS/ICE attorney. Required fields are indicated by the red
asterisk “*”” symbol.

T

EOIR | OCAHO Portal
U.S. DEPARTMENT OF JUSTICE

Fill all displayed fields to complete
DHS/ICE Attorney Information.

Unclassified/For Official Use Only
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2. At the bottom of the section, the question ‘Are there any counts?’ is displayed. Select either
the No radio button or Yes radio button. If you select Yes, click on the + Click to add
hyperlink.

,,,,,,,,

F-

2P Cete

Select 'Yes' radio button, if there
are any for this case

click on the “+ Click to add’
hyperlink

3. The violation list will be displayed. Select the corresponding violation(s) alleged in each
count from the list by clicking on the appropriate checkbox. Select all that apply. Click on the
CONTINUE button when completed.

Select the violationis) alleged in each count of the camplaint.

Select the corresponding

clicking on the checkbox.

Click on the
“Continue’ button

Unclassified/For Official Use Only
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The selected violations will be listed under the COUNT(S) section.

Fran
\
e
\
Wome. -
\
con
:
\ \
\ \
[
Eraia
\
o there 1
The selected violations will be listed
under the ‘COUNT(S)’ section.

4. Click on the CONTINUE button.

e sacton 2 ol form 14 war

Click on the ‘CONTINUE’
button.

Unclassified/For Official Use Only
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2.7 Adding Attachments

The Attachment(s) section will be displayed. You will need to attach the following documents:
e Complaint
e Notice of Intent to Fine
e Request for Hearing

Note: The maximum file size is 25MB and only PDF or JPG/JPEG formats are allowed.

1. Click on the +Add Attachment link.

—— EOIR | OCAHO P
U.S. DEPARTMENT OF JUS ]

MY CASE FILINGS PROFILE

Step7ol7
OCAHO Case Filing
Case Type: INA § 2744 (8 US.C. §1324a) Attachment(s)
PROGRESS

Uplosd an omplaint, Notice of . snd Reguest for Hearing) as separste attachments:
o CASE TYPE
@ ssevionaToNstTE (MoteMax e sz 5 25MB and ony PDF, JPG/JPEG formats are allwec
Q@ oo +Add Attachment
@ mesponoeNT's RERRESENTATIVE Elseine bt

BACK Attachment’ link. Jr——

e OTHER PARTIES TO BE SERVED

o DHS/ICE ATTORNEY; COUNTS OF THE COMPLAINT

° ATTACHMENTS

The Attachments pop-up will be displayed.

Attachments

Pleasa attach files if noaded.

NoteMax fle size is 25MB and only PDF, IPG/IPEG form
Subjeet ‘ Select

Choose Files | o file chosen

Unclassified/For Official Use Only
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2. Click on the ‘Subject’ dropdown arrow. Select the Subject from the list.

Note: You are required to add all the documents listed on the Subject dropdown.

Attachments

Pleasa attach files if noaded.

NoteMax file size is 25MB and only
Select the Subject from the
list

3. Click on the Choose File button.

Unclassified/For Official Use Only
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4. Select the appropriate file to upload using File Explorer.

5. The selected file name will be displayed to the right of the Choose File button. Click on the
Upload File button.

Note: You can only upload one file at a time.

Attachments

Please attach files if needed.

lose | Upload File I

Click on “Upload File’

Unclassified/For Official Use Only
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6. The uploaded document will appear in the Attachment(s) section.

@ L |C LS DRsd MY CASE FILINGS PROFILE
U.S. DEPARTMENT OF JUSTICE
Step7of 7
OCAHO Case Filing
Case Type: INA§ 274A (B US.C. § 1324a) Attachment(s)

PROGRESS
© csemve

@ uscepvioLaTIoNsTE
[/ R + Add Attachment

@ wesponDENT s RERRESENTATIVE Subject File Name File Size Remove

Upload all three documents (Complaint, Notice of Intent to Fine, and Request for Hearing) as separate attachments:

° OTHER PARTIES TO BE SERVED

@) DHS/ICE ATTORNEY; COUNTS OF THE COMPLAINT

Q@ s

BACK

SUBMIT

The uploaded document
‘will appear in this section.

© 2021 US. DEPARTMENT OF JUSTICE UNCLASSIFIED/FOR OFFICIAL USE ONLY

7. Repeat the steps in Section 2.7 Adding Attachments until all required documents are
uploaded.

Unclassified/For Official Use Only




\

7

/4 —— U.S. DEPARTMENT OF JUSTICE —
K@

EXECUTIVE OFFICE FOR IMMIGRATION REVIEW

2.8 Submitting a Case

If you selected No to the Subpoena question from Section 2.1 Selecting a Case Type, the
SUBMIT button will be displayed.

1. Click on the SUBMIT button once all documents are uploaded to submit this case.

Note: Once a case is submitted, you can view the case on the My Active Cases page.

@ —— EOIR | OCAHO Portal =—

MY CASE FILINGS PROFILE
U.S. DEPARTMENT OF JUSTICE

step70f7
OCAHO Case Filing

Case Type: INA § 2744 (B US.C. §13242) Attachment(s)
PROGRESS
a Upload all three documents (Complaint. Notice of Intent to Fine, and Request for Hearing) as separate attachments:
CASE TYPE
o ALLEGED VIOLATION STTE (Metee ez = 2508 and oy POF. JRG/IPES formats are allowed
e RESPONDENT +Add Attachmant
@ sesronoes represevTaTIE Subject File Name File Size Remove
@ omerearmiEs ToBESERVED Complaint 259k8

o DHS/ICE ATTORNEY; COUNTS OF THE COMPLAINT

o ATTACHMENTS

Respondent's Request for Hearing 168

BACK

SUBMIT

Click the "SUBMIT’ button ence all
documents are uploaded to submit
this case.

After a few minutes, an automated email will be sent to the filer stating that an OCAHO case has
been submitted with the auto-generated case number.

OCAHO Case has been submitted from the portal

You have submitted an OCAHO case with case number

Unclassified/For Official Use Only
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2.9 Adding a Subpoena

If you selected Yes to the Subpoena question from Section 2.1 Selecting a Case Type, the

CONTINUE button will be displayed.

1. Click on the CONTINUE button once all documents are uploaded.

== EOIR | OCAHO Po

MY CASE FILINGS

PROFILE

U.S. DEPARTMENT OF JUS'

Step70f8

Attachment(s)

Upload all three documents (Complaint, Notice of Intent to Fine,

o CASETVPE
© ieceoviouaTionsie
Q@ resronoet

o RESPONDENT'S REPRESENTATIVE Subject

~Add Attachmant

° OTHER PARTIES TO BE SERVED

o DHS/ICE ATTORNEY; COUNTS OF THE COMPLAINT

@ :mcwens
The uploaded

document will appear
in this section.

BACK

Click the CONTINUE' button once
all documents are uploaded.

File Size Remove

CONTINUE

2. A pop-up will be displayed. Click on the OK button. This will both submit the case and
cause the OCAHO Subpoena section to be displayed.

B An oF the United "Fiere s o vou bnow

@ —— EOIR | 0CAHO Portal —

U.S. DEPARTMENT OF JUSTICE

step7of§

OCAHO Case Filing

Case Type: INA§ 274 (8US.C. § 13242) Attachment(s)

PROGRESS

0 CASE TVPE

@ ueeepvioLaTionsiTe

@ rseoroent

e RESPONDENT'S REPRESENTATIVE Subject

+Add Attachment

@ omimesmssTosEseRveD

o DHS/ICE ATTORNEY; COUNTS OF THE COMPLAINT

o ATTACHMENTS

BACK

Unclassified/For Official Use Only
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The OCAHO Subpoena section will be displayed.

MY CASE FILINGS PROFILE

Step20f2

OCAHO Subpoena
teall Tequited fields. 1f you need more space, attach a PDF with additional Information.

Please co

OCAHO Inv. Subpoena No.

The ‘OCAHO Subpoena’
form will be displayed.

n
° Case Information
BUSC. § 1324 Proceeding

In Re

OR

Respondsnt

United State of America

OCAHO Cass No,
BUSC§1324 | A | Proceeding

vate an individual to)

After a few minutes, an automated email will be sent to the filer stating that an OCAHO case has
been submitted with the auto-generated case number.

OCAHO Case has been submitted from the portal

You have submitted an OCAHO case with case number

Unclassified/For Official Use Only
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3. Inthe OCAHO Subpoena section, fill in all relevant information in regards to the subpoena.
Required fields are indicated by the red asterisk “*” symbol.

5 A oFfcial website of the United States government. Here's how you koo

—— EOIR | OCAHO Portal MY CASE FILINGS PROFILE
U.S. DEPARTMENT OF JUSTICE

step20f 2

(OCAHO Subpoena

Please complete all Tequired fields. If you need more space, attach a PDF with additional information.

In Re Investigation of OCAHO Inv. Subpoena No.

BUSC § 1324b Proceeding

OR

Respondent

BUSC 51324 | A | Proceeding

4. A supplemental file can be attached on this page if there is not enough space on the current
form. Click the Choose File button and follow the similar steps in Section 2.7 Adding
Attachments.

L

Mot M

Subject

‘Add additional file if needed.Click ‘Choose File’ and
follow the similar steps to Section 2.7 Adding
Attachments

Choos Files | No file chosen

Office SIgRature * (Typing yeour name i s feld constuses an SETTNIC HgNSMuTE o s SUBESn form)

Unclassified/For Official Use Only
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5. The attached files from the previous sections will appear in the Uploaded Files section.

[Note Max is 25MB and only PDF, JPGIPEG for

Subject

Choase Files | No file chosen

der the statutory authority specified below.

This subpoena is issued pursuant to section 68.25 of lite 28 of the Code of Federal Regulations (28 C FR._§ 68.25) and

8USC § 13248 Proceeding, This subpoena is issued under the authority of section 274A/e)2)(B) of the Imemigration and Nationality Act, as amended (3 LS C. § 1324a(e)(2)B])

BUSC §1324b Proceeding. This subpoena is issued under the authority of section 274B{f)2} of the Immigeation and Nationality Act, as amended (8 U.S.C. § 1324b{f)i2))

BU.S.C § 1324c Proceading. This subpoena is issued undar the aulharity of secion 274C{d)(1)(B) of the Immigration and Nafionality Act, as amendad (8 L S.C. § 1324cid)1)(B))

This subpoena is issued upon the application of

Hame Title *
The attached files from the
previous sections will appear in
the “Uploaded Files’ section.
Ofice ‘Signature * (Typig your name in his feid ccnsifutes an elechomis signahure on this subpeena form)
Uploaded Files
Subject File Name File Size Remove
Complaint 259 KB =
Respendent's Request for Hearing y 16 KB Delete
77 KB Delete

Natice of Intent 1o Fine

BACK
- s
2.10 Submitting a Subpoena

1. Click on the SUBMIT button once all information is completed.

Note: Once a subpoena is submitted you can view the case and subpoena on the My Active
Cases page.

(Note Max S size is 25MB and only PDF, JPG/PEG farmats are alowed

Subject

Choose Files |«

This subpoena is issued pursuant to section 66 25 of tile 28 of the Code of Fedesal Regulations (26 C FR § 68 25) and under the statulory authority specified below

® BU.S.C §1324a Proceeding. This subpoena is issued under the authosity of section 274A(e)(2)(B) of the Immigration and Natienality Act. as amended (8 U.S.C. § 1324a(e)2)B))

8U.5.C. § 1324b Proceeding. This subpoena is issusd under the authority of section 274B(12) of the Immigration and Nationality Act, as amended (8 U.S.C. § 13248(7)2))

8U.S.C§1324c Procesding. This subpasna is kssusd under the sutherity of section 274C(d)(1)(B) of the Immigration and Natienality Act. as amendsd (8 U.S.C. § 1324c(d){1)(B))

This subpoena is issued upon the application of
Name Title
Office SIgRalure * (Typing your name n s Seic ConsHiLtEs. n Slecknic SIS o B 3UEDSEN form)

Uploaded Files
Subject File Name File Size Remove

Complaint 253 KB Delete

(Click on the ‘SUBMIT'
button.

Respanaent's Request for Hearng 16 KB

Matice of Intent to Fine

BACK

Unclassified/For Official Use Only
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@ — EOIR | OCAHO Portal =
U.S. DEPARTMENT OF JUSTICE

MY CASE FILINGS PROFILE

After a few minutes, an automated email will be sent to the submitter stating that ‘OCAHO
Subpoena has been submitted from the portal.

OCAHO Subpoena has been submitted from the portal.

You have submitted an OCAHO Subpoena with case number

Unclassified/For Official Use Only
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You can navigate to the My Active Cases page by clicking on either the My Cases link or
the MY CASE FILINGS link.

@ —— EOIR | OCAHO Portal =
> U.S. DEPARTMENT OF JUSTICE

MY CASE FILINGS

PROFILE

Form is submitted. Thank you!

Click on "My Cases' or ‘MY CASE FILINGS'
link

The My Active Cases page will be displayed. Notice that the submitted case appears on top of
this list and the Case Number and Case Title are auto-generated.

& An official website of the United States government. Here's how you know

— EOIR | OCAHO Portal —
U.S. DEPARTMENT OF JUSTICE

MY CASE FILINGS PROFILE

My Active Cases

reauest access J rieA cast |
Case Number Case Title Created On Case Status Related Documents
I 3 INA § 274A (8 U.S.C. § 1324a United States of America v. J

Document Filing

56/20/2021 Under review by CMS Staff My Doc!

uments File a Document l

The submitted case appears on top of this
list and the Case Number and Case Title is
auto generated.

Unclassified/For Official Use Only
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2.11 Viewing a Summary of the Case

1. Click on My Documents on the corresponding Case to view a summary of the case details.

& An official website of the United States government. Here's how you know

@ — EOIR | OCAHO Portal — MY CASE FILINGS PROFILE

U.S. DEPARTMENT OF JUSTICE

REQUEST Access il FILE A CASE |

Related Documents Document Filing

My Active Cases

Case Title Created On Case Status

Case Number Case Type

United States of America v. 1 56/20/2021 Under review by CMS Staff File a Document

Click ‘My Documents’

The My Documents page with the corresponding Case Number and Case Title is displayed. This
page displays all of the documents associated with this case.

E=An The United Here's how you know

— EOIR | OCAHO Portal =— MY CASE FILINGS PROFILE

U.S. DEPARTMENT OF JUSTICE

Case Number:

Case Title:

Subject File Name File Size Download

BACK

This section displays all attachments
submitted in the form.

Unclassified/For Official Use Only
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2. Click Download if you would like to download and view any document.

Note: You may see that there is another file with Subject: EOIR -30 and the following suffix in
the File Name: ***-Submitted.pdf. This will only appear if you have submitted a subpoena. This
auto-generated PDF document is a subpoena form with pre-filled fields. Click Download to view
the Subpoena.

"B An officlal webite of the United States government Here how you know

MY CASE FILINGS PROFILE

@ = EOIR | OCAHO Portal =—

U.S. DEPARTMENT OF JUSTICE

Case Number:
Case Title:

Subject File Name File Size Download

259 KB Download
l EOIR-30 EOIR-30 Submitted.pdf [ 57K8 D g

BACK Click on' Download".

= An official website of the United States government. Here's how you know

@ == EOIR | OCAHO Portal =

MY CASE FILINGS PROFILE
U.S. DEPARTMENT OF JUSTICE
My Documents
Case Number: 2021A00104
Case Title: Jnited States of America v
Subject File Name File Size Download
IR OIR-3¢ bm
BACK
N
Double-click the file to open.

Unclassified/For Official Use Only
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INITED STATES DEFARTMENT OF JUSTICE
EXECUTIVE OFFICE FOR IMMIGRATION REVIEW
OFFICE OF THE CHIEF ADMINISTRATIVE HEARING OFFICER

SUBPOENA
In Re Investigation of OCAHO Inv. Subpocna No,
BUS.C. § 13241 Proceed)

OR

OCAHO Case No.

BUSC. § 13244

omemanded 1o (or if a corporation, commanded to designate an individual lo):

ments described below fo:
O provide access ce below for the purpase of examinatior
by s described bebow 1o

DATE
[The recipient

odify the subpocna. Soc 28 C F.R. § 68.25).]

wided a least ten (10) days to petition

st be

The documscnts or cvidence required (if mors space is necdod. pleass sttach  sepa

This subpuocna is isswed pursusni 10 section 6 K C.ER. § 68.25) and under the
statstory authority spe low
1324a Procerding. This subpocna ihe Immigration and
ity Act ended (8 USC. § 132 HB)
S.C. § 1324b Proceeding, This sshpoena is iss
Nationality Act, as amended (8 U.S.C. § 13246(42)).
B § el

S.C. § 1324c Proceeding, This subpoena i issued un
Natiorality Act, as amended (8 US.C. § 1324

This subpoen is issted upon the application of (manse, itle, office]
[Please print or type]
Signature

Digitally Signed by.

IN WITNESS WHEREOF the undersigned muthorized official of the United Staes Dspartment of Justise, Exccutive Ofice for
Immigration Review, Office of the Chisf Administrative Hearing Officer hus duly signed below and caused the seal of said Office
of the Chief Administrative Hearing O fficer to he affixed at Falls Church, VA. on ny of 0__

ADMINISTRATIVE LAW JUDGE

5107 Leesbury Pike, Suite 2519
Falls Church, VA 23041

Page 1 o

RETURN OF SERVICE

Received by Server: Served:
Date: Date:

Place Place

Served on Served by

Name: Name:

Title: - I Title: e

ion contained in the

I declare under pensliy of perjury under the laws of the United States of America that the foregoing inform:
Return of Service is true and correst.

Exccuted un by
Date Signature

Name and address

INSTRUCTIONS AND IMPORTANT NOTICES

NOTICES TO REQUESTOR:

The party requesii
tdministrativ
subpoer

subpoena must mail a copy of the completed subpoena, with the Re
for the record. Ple FR § 68,
o, who may serve a subpoena, and 1

urn of Service filled out, 10 the
described and

Lo g

on on what may be requ
e

equate

reasonably relevant o the allegations iy subpoena, to the subject of the agency's

investigation

v within ten (10) days after the date of service of
the subpoena must be at least ten (10) days after
time for response, the Adm ¢ Law

28 CFR §68.25(c) allows a recipien to petition to revoke or modify the subpo

the subpoena. Accordingly. the requested time for response to or compliance w
c anticipated date of service. In the event that a requestor does not provide adeq
idge may modify the date and time for response as necessary

Please provide all essential information. including the date by which the requested documents or evidence should be provided, as
well as a brief description of the requesied documents or evidence. on the form itself. If you need additional space io fully describe
the documents or evidence requested, you may attach separaie sheets

NOTICE TO RECIPIENT

i Administrative Law Judge who signed the subpoena o

u do not intend to comply with this request, you must petition
a within ten (10) days after the date of 5

voke or modify the subpos vice of the a. See 28 CFR

NOTICE TO WITNESS:

request the w

a are payable by mess 15

e party a w
mment, who ts entitl

Witness fees for a
d_ if au

shall submis

d by statute. A »

and mileage under this subpy
e request of the
unsel when claiming rembursement

ess appearing at th

s subpoena with the voue

Page2af2 FORM EOIR 3
Revised Now 2016
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3. Filing Case Type B

Open https://ocaho.eoir.justice.gov/ and follow Steps 1 through 6 in Filing Case Type A to

log into OCAHO Portal. The My Active Cases page will be displayed. Click on the FILE A
CASE button.

& United States Government. Here< Row you Knol

— EOIR | OCAHO Portal —

MY CASE FILINGS PROFILE
U.S. DEPARTMENT OF JUSTICE

eeeeeeeeeee

aaaaaaaaaaaaaaaaa

Click on the ‘FILE A CASE’ link.

3.1 Selecting a Case Type

1. From the File a case panel, select ‘INA § 274B (8 U.S.C. § 1324b) (unfair immigration-
related employment practices)’ from the CASE TYPE dropdown list.

Note: Click on the dropdown arrow to show the Case Type.

——= EOIR | OCAHO Portal —

@ U.S. DEPARTMENT OF JUSTICE

Select ‘INA § 2748 (8 U.S.C. § 1324b) (unfair
immigration-related employment practices)’

Unclassified/For Official Use Only
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2. Select the Yes radio button if there is a Subpoena; otherwise, click on the CONTINUE

button.

Note: If you select Yes, at the end of the form you will need to fill in Subpoena information.

—— EOIR | OCAHO Portal

U.S. DEPARTMENT C STICE

Select ‘Yes' radio
buttonif thereis a

Subpoena

CONTINUE

Click on the ‘CONTINUE’ button.

3. A pop-up message will be displayed stating “You are creating a new Case. Do you want to
proceed?’ Click on the OK button.

Ty
ho-uat.ase.eair-dev.usde).gov says
@ — EOIR | OCAHO Portal — st e 50
> U.S. DEPARTMENT OF JUSTICE
ile a case
case type
BACK
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The Step 1 section will be displayed. The left side of the page will show a step-by-step progress
indicator for the completion status of the Case Filing. On this page, the indicator will show the
current step as 1. The subsequent steps are grayed out.

The Case Type B form consists of 15 or 16 steps. If the Yes radio button was selected on the
initial step, then Subpoena will be displayed as step 16. These steps appear as follows:
1- Form

2 - General Information

3 - Representation

4 - 3a Citizenship or Immigration Status

5 - 3b - Current Citizenship or Immigration Status

6 - Respondent Business/Employer Information

7 - Respondent Business/Employer Representation

8 - Basis of Discrimination

9 - Discrimination in Hiring, Recruitment, or...

10 - Discrimination in Firing

11 - Intimidated, Threatened, Coerced, or...

12 - Documentation Practices

13 - Relief Request

14 - Attachment

15 - Declaration & Signature

e — EOIR | OCAHO Portal —

U.S. DEPARTMENT OF JUSTICE

Please Upioad Your Completed Form and Other documents as stated in the Form Instructions.

The left side of the page will display a step-
by-step progress indicator for the
completion of the Case Filing.

Unclassified/For Official Use Only
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.2 Filling out a Paper/PDF Form

If you prefer to fill out a paper/PDF form, download the form by clicking the links presented
in Step 1. Then upload a PDF file with the completed form by clicking the +Add Documents
link. There is also a FORM INSTRUCTIONS link to information to assist with completing
the paper form.

— EOIR | OCAHO Portal Mycassrmves  Pmoms
U.S. DEPARTMENT OF JUSTICE

Step10f16
OCAHO Case Filing
Case Type: INA§ 274B (8 US.C. § 1324b)
it 1 you prefer 10 8 out 8 paperPOF form, Gownload Ihe form by chcking he link below. Then Upload a PDF fle Wi the comgeted o by cicking the Choose Files bution
Otharvise, cick Continue to complets and e the form online.

0 -

four Completed F
+Add Documents
If you prefer to fill out a paper/PDF
form, download the form by
clicking the links here. Then upload

a PDF file with the completed form
by clicking the Add Documents
button

=

Unfair Immigration-Related Employment Practices Complaint Form

CONTACT INFORMATION

1f you have any questions about this form,

of the Civil Rights Act of 1964, please contact the Equal Employment Opportunity Commission by calling 1-800-669-4000 (toll free) or 1-800-669-6820

e for the hearing impaired)

REQUIRED g
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3.3 Completing and Filing the Form Online

1. If you prefer to complete and file the form online, click on the CONTINUE button.

@ == EOIR | OCAHO Portal =—
U.S. DEPARTMENT OF JUSTICE

Please Upioad Your Completed Form and Other documents as stated in the Form instructions.

To complete and file the
form online, click Continue

2. Use Filing Case Type A as a reference guide to continue filing Case Type B.

3. Complete all remaining steps, filling in all information that you can. Required fields are
indicated by the red asterisk “*” symbol. Click on the CONTINUE button when you have
completed each section.

4. In the Declaration and Signature section, type in your name as an electronic signature and
type in the date. Click on the SUBMIT button to submit this case.

Note: Once a case is submitted, you can view the case on the My Active Cases page.
4. Filling Case Type C

1. Use Filing Case Type A beginning with step 1 as a reference guide to logging into OCAHO
Portal and filing Case Type C.

2. Complete all steps, filling in all information that you can. Required fields are indicated by the
red asterisk “*” symbol. Click on the CONTINUE button when you have completed each
section.

3. Inthe Declaration and Signature section, type in your name as an electronic signature and
type in the date. Click on the SUBMIT button to submit this case.

Note: Once a case is submitted, you can view the case on the My Active Cases page.

Unclassified/For Official Use Only
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5. Filing a Subpoena

1. Open https://ocaho.eoir.justice.gov/ and follow Steps 1 through 6 in Filing Case Type A to
log into OCAHO Portal. The My Active Cases page will be displayed. Click on the FILE A
CASE button.

The United States government. Heres Row you Know

— EOIR | OCAHO Portal —
U.S. DEPARTMENT OF JUSTICE

MY CASE FILINGS

CaseNumber ~  Caselype  CaseTtle

Click on the ‘FILE A CASE link.

2. From the File a case panel, select ‘Request for Subpoena’ from the CASE TYPE dropdown
list.

Note: Click on the dropdown arrow to show the Case Type.

B A oFCT website of the United States government HErZc Naw you v

@ = EOIR | OCAHO Portal =

U.S. DEPARTMENT OF JUSTICE

=

CONTINUE
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3. Click on the CONTINUE button.

—— EOIR | OCAHO Portal —

MY CASE FILINGS PROFILE
U.S. DEPARTMENT OF JUSTICE

File a case

Selecta case type

CASE TYPE

Request for Subpoena uJ

BACK CONTINUE

4. A pop-up message will be displayed stating “You are creating a new Case. Do you want to
proceed?’ Click on the OK button.

—= EOIR | OCAHO Portal —

MY CASE FILINGS PROFILE
U.S. DEPARTMENT OF JUSTICE

Filea case
Click Ok’
Select a case type
ASE TYPE
BACK CONTINUE
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The Step 1 section will be displayed. The left side of the page will show a step-by-step progress
indicator for the completion status of the Request for Subpoena. On this page, the indicator will
show the current step as 1. The subsequent steps are grayed out.

B A Tl website of the United STates government. HETE e o you Lhow

EOIR | OCAHO Portal

- MY CASE FILINGS PROFILE
U.S. DEPARTMENT OF JUSTICE

Please Upload Your Completed Form and Other documents as stated in the Form Instructions.

On the opened page, the left
side of the page will display a
step-by-step progress indicator
for the completion of the Case
Filing.

BACK CONTINUE

5. If you prefer to fill out a paper/PDF form, download the form by clicking the
OCAHOSubpoenaForm link. Then upload a PDF file with the completed form by clicking
the +Add Documents button.

S A TGl WeBAITE OF (e Uned STHtes GOvernment. Hree oW

EOIR | OCAHO Portal

MY CASE FILINGS PROFILE

U.S. DEPARTMENT OF JUSTICE

If you prefer to fill out @ paper/PDF form,
download the form by cficking the
‘OCAHOSubpoenaForm’ link

Please Upload Your Completed Form and Other documents as stated in the Form Instructions.

Then upload a PDF file with the
completed form by clicking the Add

Documents button
BACK -

CONTINUE
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Note: Clicking on the INSTRUCTIONS AND IMPORTANT NOTICES link displays
information to assist with completing the PDF form.

W A OFFCT webate OF e Unted Sates Government. Here Ral yol Thow

@ EOIR | OCAHO Portal
U.S. DEPARTMENT OF JUSTICE

MY CASE FILINGS PROFILE

Step1of2
OCAHO Case Filing
Case Type: Request for Subpoena

o 1f you prefer to fl out a paperfPDF form, download the form by clicking the ik below. Then upload a PDF file with the completed form by clicking the Choase Files button

° Form

Otherwise. cick Continue to complete and fil the form onine

Clicking on this link displays the
‘INSTRUCTIONS AND
IMPORTANT NOTICES'

Please Upload Your Completed Form and Other documents as stated in the Form Instructions.

(Note Max e size 15 25MB and only PDF, JPGIJPEG formats are allowsd)

+Add Documents

INSTRUCTIONS AND IMPORTANT NOTICES

NOTICES TO REQUESTOR:

Please consult 28 CF.R. § 68.25 for information on what may be requested in a subpoena, who may serve a subpoena, and the manner of service.
All information requested should be adequately described and reasonab t to the allegations in the laint or, in the case of an

investigatory subpoena, to the subject of the agency's investigation.

28 CFR. §68.25(c) allows a recipient to petition to revoke or modify the subpoena within ten (10) days after the date of service of the subpoena,
Accordingly. the requested time for response to or compliance with the subpoena must be at least ten (10) days after the anticipated date of
service. In the event that a requestor does not provide adequate time for response, the Administrative Law Judge may modify the date and time
for response as necessary.

Please provide all essential information, including the date by which the requested documents or evidence should be provided, as well as a brief
description of the requested documents or evidence, on the form itself. If you need additional space to fully describe the documents or evidence

requested, you may attach separate sheets.
NOTICE TO RECIPIENT:

if you do not intend to comply with this request, you must petition the Administrative Law Judge who signed the subpoena to revoke or modify
the subpoena within ten (10) days after the date of service of the subpoena. See 28 C.F.R. § 68.25(c)

NOTICE TO WITNESS:

Witness fees for attendance, subsistence, and mileage under this subpoena are payable by the party at whose request the witness is
subpoenaed, if authorized by statute. A witness appearing at the request of the Government, who is entitled to reimbursement, shall submit this
subpoena with the voucher to the Government counsel when claiming reimbursement.

Unclassified/For Official Use Only
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6. If you prefer to complete and file the form online, click on the CONTINUE button.

B A ofFKOT website of the United States government t

B MY CASE FILINGS PROFILE
U.S. DEPARTMENT OF JUSTICE

il out a papedPOF form, dow e form by clicking the link below. Then upload a PDF file with the completed form by clicking the Choose Files button

PROGRESS

ck Continue to complete and fl

Q

Please Upload Your Completed Form and Other documents as stated in the Form Instructions.

Note Max 8 size is 25MB and only PDF. JPOIPEG formats are allowsd;

To complete and file the form
online, Click Continue.

+Add Documents

BACK CONTINUE

The OCAHO Subpoena page will be displayed.

—— EOIR | OCAHO P\ MY CASE FILINGS PROFILE
U.S. DEPARTMENT OF C

Step20f 2

case Filing
Request for Subpoena 'OCAHO Subpoena OCAHO Subpoena page is displayed
“Pleace complete all Tequired fields. If you nee

PROGRESS

o Form
© coservvomanion

In Re Investigation of OCAHO Inv. Subpoena No.

BUSC § 1324b Proceeding

OR

Complainant Respondent

OCAHO Case No.

BUSC §1324 Procseding

You are hersby commanded to

& corporation, commanded to designats an individual to)

Praduce and bring the dacuments described below to

Unclassified/For Official Use Only
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7. Complete all relevant fields. Required fields are indicated by the red asterisk “*”” symbol.

{ U.S. DEPARTMENT OF JUSTICE

OCAHO Subpoena
Flease complete all required fiel

oR

8. Click on the SUBMIT button once all information has been filled in.

Click on the 'SUBMIT” button once

all information are completed.

Unclassified/For Official Use Only
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A message stating ‘Form is submitted. Thank you!” will be displayed.

@ —= EOIR | OCAHO Portal —— MY CASE FILINGS PROFILE

U.S. DEPARTMENT OF JUSTICE

After a few minutes, an automated email will be sent to the filer stating that an OCAHO
Subpoena has been submitted with the auto-generated case number.

e —  —  ——————————————
|_;(_I Reply r|;—(_l Reply All |_;_,I Forward L‘_Lil; IM

Thu 5/20/2021 4:57 PM

do-not-reply@eoir.usdoj.gov

OCAHO Subpoena has been submitted from the portal.
To

[You have submitted an OCAHO Subpoena with case number

Unclassified/For Official Use Only
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6. Requesting Access

As an OCAHO Portal user, you can request access to an existing case filed by someone other
than you.

1. Open https://ocaho.eoir.justice.gov/ and follow Steps 1 through 6 in Filing Case Type A to
log into OCAHO Portal. The My Active Cases page will be displayed. Click on the
REQUEST ACCESS button.

&= An official website of the United States government. Here's how you know

@ — EOIR | OCAHO Portal — MY CASE FILINGS PROFILE

U.S. DEPARTMENT OF JUSTICE

[neavesracces ]| e acse |

My Active Cases
Case Number Case Type Case Title Click on 'REQUEST ACCESS'. fiSe Status Related Documents Document Filing

2. On the Request For Case Access page, enter the Case Number and then select the associated
Case Type.

PROFILE

MY CASE FILINGS

— EOQIR I OCAHO Portal —
U S DEPARTMENT OF JUSTICE

Enter Case Number, select
associated Case Type.

Access Requested

BACK.

Unclassified/For Official Use Only
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3. Click on the SUBMIT button.

e = EOIR | OCAHO Portal —
U.S. DEPARTMENT OF JUSTICE

MY CASE FILINGS PROFILE
Request For Case Access

Access Requested

Case Number Case Type

Requested Case information will appear under the Access Requested section.

W R e

Webite of 02 Uned Stes qoverny

e T

== EOIR | OCAHO Portal —
U.S. DEPARTMENT OF JUSTICE

MY CASE FILINGS PROFILE

Request For Case Access

Case Number Case Type Status

Requested Case information will
A appear under the ‘Access
Requested’ section.

Note: After the admin/approver approves the requested case, the case will be displayed on the
requester s My Active Cases page.

Unclassified/For Official Use Only
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4. Click on MY CASE FILINGS on the top blue bar. The My Active Cases page will be
displayed. Click on the Case Number to view the case.

W 1 TRCIS WebLRe of The UNeed SUates goverment. Mo Lo vou brow

@ — EOIR | OCAHO Portal =— MY CASE FILINGS PROFILE
U.S. DEPARTMENT OF JUSTICE
My Active Cases CED D
Case Numi ber Case Type Case Title Created On Case Status Related Documents Document Filing

Click on the Case
Number to view the
Case

After an EOIR admin/approver denies or approves access to the requested case, an automated
email will be sent to the filer about the approval or denial.

< Repl ,.I-:.-.| J Forward Sl
Your Request for Access to OCAHO Case wnon
Your Request for Access to OCAHO Case )071 1s Approved.
& Reply f « hephy Al y Forward " F"'.‘
Your Request for Access to OCAHO Case 0078
T
Your Request for Access to OCAHO Case )76 1s Denied.

Unclassified/For Official Use Only
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7. Filing a Motion and Viewing Associated Case Information
7.1 Filing a Motion
1. Open https://ocaho.eoir.justice.gov/ and follow Steps 1 through 6 in Filing Case Type A to

log into OCAHO Portal. The My Active Cases page will be displayed. Click on File a
Document link on the right side of the relevant Case.

Note: This link will only appear if the Case has already been submitted.

wr e o o T

@ = EOIR | OCAHO Portal =—

Z 5 MY CASE FILINGS PROFILE
U.S. DEPARTMENT OF JUSTICE

My Active Cases [ricn ot |

Case Number Case Type Case Titl Created On Case Status Related Documents

Click on Faile a Document

2. Confirm you are on the Motion and Filings tab. Fill in all relevant information. Required
fields are indicated by the red asterisk “*” symbol. Attach any additional documentation if
necessary.

o H

MY CASE FILINGS PROFILE

@ == EOIR | OCAHO Portal =—

U.S. DEPARTMENT OF JUSTICE

Title of Motion of Fiing Motion or Filing Type Fillin all information
under the ‘File a
Motion or Other
Document” section.

Please attach document(s) here

Choose Filss | 1o fie chose

Unclassified/For Official Use Only
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3. Click on the SUBMIT button once all information is completed.

Q — EOIR | OCAHO Portal —
U.S. DEPARTMENT OF JUSTICE

MY CASE FILINGS PROFILE

Motions and Filings ~ Hearing  Attorney Fee

Case General Information

CaseType

Mobon or Filng Type

Please attach documentis) here

PDF JPGUPEG foemals aowed

Click on “Submit’ once all
information is completed.

4. A pop-up will be displayed to indicate that the Motion is submitted. Click OK.

ocaho-uat.ase.eoir-dev.usdoj.gov says

submitted!

L |

aiting for ocaho-uat.ase eoir-dev.usdoj.gov...

Unclassified/For Official Use Only
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After a few minutes, an automated email will be sent to the filer stating that a motion to an
OCAHO case has been submitted with the case number.

A motion for OCAHO Case has been filed

You have submitted a Motion to OCAHO Case with case number

The remaining tabs have read-only information: Hearing, Attorney Fee, Request for
Administrative Review, Appeal, and Subpoena Petition.

— EOIR
U.S. DEPARTMENT OF JUSTICE

OCAHO P

MY CASE FILINGS

PROFILE

== EOIR [ OCAHO P
U.S. DEPARTMENT OF

Case General Information

Case Tiie

Case Type Case Numbes

Appesl  Subpoana Patition

Request Hearing

Date of ALJ Ordes Fiacs of Hearing
Hearing Baginning Diate Hearing Baginning Tims
Proj Projected Hearing Ending Time

Wotice of Hearing

Coust Date Ceurboom Name

Motionsand Filings ~ Hearing | Attomay Feo | Request for Administrative Raview

Case General Information

MY CASE FILINGS

Appeal  Subpoena Petition

Unclassified/For Official Use Only
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OCAHO Portal
MY CASE FILINGS
U.S. DEPARTMENT OF JUSTIC

Motions and Filings ~ Hearing  Attomay Fas Appesl  Subpoans Patition

Case General Information

Case Tiie

Case Numbes

Case Type

Request for Adinistrative Review

Adbon

0 o CAHO Decision

@ == EOIR | OCAHO Portal —
MY CASE FILINGS PROFILE

U.S. DEPARTMENT OF JUSTICE

Case General Information

Case Tite
Case Type Case Numb
Appeal

W A GThcial weba e of the Urited States Governmert

@ — EOIR | OCAHO Portal MY CASE FILINGS PROFILE
U.S. DEPARTMENT OF J

Motions and Filings ~ Hearing  AttorneyFee  Request for Administrative Review  Appeal

Case General Information

Case Tl

CaseType Case Number

Subpoena Petition

Date

mited
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